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C 
U 
N 
Y 
Fully 
Integrated 
Resources & 
Services Tool 
 
 

CUNYfirst’s TOP TEN 
 

1.    Streamline on‐line course registration across  the university 

2.    Pay adjuncts, freelancers and contract workers faster 

3.    Enable students, faculty, staff to view their records on‐line 

4.    Allow on‐line applications for University employment 

5.    Speed up rehiring of adjuncts via on‐line applications 

6.    Create on‐line request for financial aid 

7.    Provide more flexibility in all interactive processes 

8.    Reduce by half new employee processing time 

9.    Redeploy staff for most efficient use 

10. Standardize administrative terminology throughout CUNY 

 



CUNYfirst is 

CUNYfirst stands for "Fully Integrated Resources and Services Tool." These new processes are 
streamlining and standardizing how everyday things are done throughout the University, from 
registering for classes to paying our bills. New applications are being implemented in phases to 
replace aging legacy systems. The entire project will establish CUNY processes well into the future. 

Integration 

 Featuring an interconnected University-wide system that effectively ties into and 
manages students' education and records; faculty/staff employment and benefits 
information; and all College business operations.  

Industry Best Practices 

 Putting into place systems and procedures that comply with CUNY's common goal of 
providing the best customer service to students, faculty, staff, and community.  

Standardization without loss of identity 

 Implementing common processes that can be accepted across the University, while 
allowing campuses to continue their unique missions.  

Self-Service 

 Making available modern systems and processes that allow each user more control 
and flexibility.  

Accurate and timely information to better serve students, faculty, and staff 

 Accessing information when we need it so we can perform our work on our 
timetable.  

Replacement of aging computer systems 

 Retiring systems that are have reached their capacity and replacing them with 
modern educational and business systems.  

Who is impacted by CUNYfirst? 

Everyone from the students, to the faculty and staff have been positively affected by CUNYfirst, and 
everything from Student Administration to Human Resources and Finance Information has been 
upgraded. Our students' records will connect to the systems that run our businesses, as well as to the 
systems that keep personnel records of our faculty and staff. CUNYfirst helps the University meet its 
goal of providing the best customer service to our students, faculty, staff, and community. 
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PROCESS WORKFLOW FOR NEW HIRE AND RE-HIRE 
 

   
New Hire: 

 
1. Contact the Recruiting Assistant for position number to use before submitting position request via 

CUNYfirst MSS.  Position request should be submitted at least two weeks in advance of the anticipate 
start date.  The HR will review and process the request – Budget is the next approver. 

2. If the hiring involves recruitment processes in TAM (e.g. job posting), the Recruiting Assistant will be 
reaching out to you to complete these processes.  

3. If the hiring as mentioned in the previous step does not involve job posting (e.g. college assistant 
position) and you have received notification of approved position request, send the chosen candidate to 
HR to pick up the employment package. 

4. Instruct the chosen candidate to return completed employment package to HR as early as possible. HR 
staff at front desk will review for the package and verify any required documentations for compliance 
with state and federal regulations (e.g. I-9).  The package is then forwarded to the HR Processor. 

5. When the candidate information is processed in CUNYFirst, a system generated e-mail will be sent to 
you, the reporting manager, to claim the new email account for your new employee.  Your new 
employee can pick up the Hostos ID card on the following business day at the Public Safety ID room 
(BC-42A). 

 
Effective 7/1/13, you are no longer required to submit pars for full time actions but pars for part time or hourly actions remain in 
effect.  PAR users will be notified by system to submt pars for approval. 
 
 
Re-Hire/Appointment: 

 
1. Check the department profile report (available online at HR homepage under Related Links section) for 

vacant position number for the appointing title or contact Recruiting Assistant. 
2. Submit position request via CUNYFirst MSS.  Follow steps 2-5 from the New Hire process above.  

Completion of the employment package and re-fingerprinting are required only if the employee has 
separated for over one year.  The employee’s email account will be re-activated but Hostos ID card may 
have to be re-issued. 

 
Only pars for part time or hourly actions are required.  PAR users can obtain the employee ID from previous pars or contact HR 
for assistance. 
 
 
For College Assistants Appointment/Re-appointment: 

 
 If the requested salary rate is higher than the minimum rate for College Assistants, submit the job 

description to the Recruiting Assistant or the HR Director. 
 Once PAR is approved, send college assistant to HR to pick up the new work schedule and the 

appointment letter. 
 By May of every year, an evaluation must be submitted to HR indicating whether college assistant will 

be re-hired or terminated. 
 Submit PAR indicating appointment for next fiscal year to avoid college assistant(s) being terminated. 
 Re/appointment is contingent upon statisfactory evaluation and proper work authorization. 
 The college assisatnt(s) can only start working if all of the items mentioned above have been completed. 



CUNYFirst – PAR: Job Action Processing Workflow
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For New Hire / Rehire Action

- Employment Package (for new or rehire)
- Verify I-9 Status
- Fingerprinting (for Classified)
- Appointment Letter
- Completed Evaluation (for existing staff)

This is a partial list of items HR requires, contact 
HR for a complete list.

N

Y
File Paperworks in Personnel 

Folder

Is it a new hire 
or rehire action?

As of 20130718
The Information is subject to change.

Receive Candidate 
Acceptance & 

Agreed on the Start 
Date

Notify Payroll

Does this 
position requires 

Job Posting?

Submit an e-PAR

Complete 
Recruitment (TAM) 

Processes

Obtain Approval of 
Offer from the 

President

Notify Department 
via Email* to Initiate 

PAR for Payroll

CUNYFirst Terminology:
Rehire – appointing an individual to a position that 
he/she previously separated

Notify:
- IT
- Campus Security
- Campus Facility

if Employment Separation
- Obtain Clearances

- Complete Exit Interview

Enter Employee or 
Job Action in 
CUNYFirst

* If job action entered today 
the email will be sent around 
tomorrow’s noon

Verify Employee 
Information & Start 

Pre-Employment 
Activities

Submit a Position 
Request & obtain 

approvals

Get Endorsements:
- Search Committee
- P & B
- ARC

Notify Candidate to 
report to HR for 

Employment 
Processing

Enter Job Actions in 
Chancellor Report (CR)

Obtain Budget & 
HR Approval

Is it a new hire 
or rehire?

Effective 7/1/2013, e-PAR is 
not required for full time actions.

If it’s managerial or supervisory 
position, HR will contact 
employee for MSS training



Position Management & TAM, Process Flow for Hiring Manager
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Create Job 
Opening in TAM

Position Request 
is Dead

Perform TAM 
Activities

Is Request 
Approved?

Job Opening Is 
Posted

Submit for 
Approvals

Submit Through 
Approval Chain

Request for New/
Change Position

Perform in Consultation with Hiring Manager:
- Clone Job Opening
- Enter Job Qual.
- Add Screening Levels
- Add Job Posting Details
- Add Hiring Team

Push Back for Correction & Resubmit

Y

Push Back or 
Denied

Denied

Must obtain approvals from 
HR and Budget Offices



                                                                                                                                                               

 

               Requesting a Position – Approval Process Workflow 
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 Recruiter prepares and submits the job offer 

 Job offer approval process begins 

Roles responsible for reviewing the job offer and deciding to action: 
CDO (required) 

 Must be added as ad‐hoc approver 

 Can approve or deny offer 
Recruiter (required) 

 Reviews job offer components 

 Can approve, deny or push back job offer based on the details listed in the job opening 
Campus Budget (required) 

 Reviews job offer components 

 Can approve, deny or push back job offer based on the details listed in the job opening (specifically looking at the 
budget components) 

Department Head (required) 

 Reviews job offer components 

 Can approve, deny or push back offer 
 
Campus President or Designee (required) 

 Final approver of this job offer 

 Can approve, deny or push back offer 
 
 

     

   

Job Offer Approval

   

	

CDO	

 

	

Recruiter	

	

Campus	
Budget	

	

	

Hiring	
Manager 

President	or	
Designee 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Job Opening Approval process  
‐pre‐set order in the system 

 

Department Head 

 Reports to manager of the requester of the Job Opening 

 Reviews information in job opening 

 Acts on job opening: approve or deny (cannot pushback)  
 
CDO 

 Reviews the job opening details 

 Acts on job opening: approve, deny or pushback 
 
Recruiter 

 Reviews  the job opening details  

 Acts on job opening: approve, deny or pushback 

 May be the last party to review job opening 
 
Campus Budget (required) 

 Reviews  the job opening details  

 Acts on job opening: approve, deny or pushback 

 May be the last party to review job opening 
 
 
 

     

Job Opening Approval

 

	

Dept.	

Head	

	

			CDO	

	

Recruiter	

	

Campus	
Budget	
(Optional) 
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Click the "Key"       and enter the CUNYFirst 5-digit department code - refer to your department profile.  Select the action checkbox
and assign the delegation task(s).  The listed department head will receive a confirmation of the submission.  Please note that you
must also assign the same changes of the delegation tasks in the CUNYFirst's Self Service page - contact Human Resources if
you need assistance.

Initiate new/change position

Effective period of delegation:

Eugenio Maria de Hostos Community College              500 Grand Concourse, Bronx, NY 10451

Delegation request is being submitted for the current Designee to perform the managerial tasks indicated below.

Current Designee:

Department Head Signature Date

Department - Code & Name:

to

Approve new/change position

Initiate discretionary salary change

Approve discretionary salary change

Initiate employee separation

Approve employee separation

Delegation request is being revoked by the Department Head indicated above.  The current designee as shown
above can no longer act in behalf of the Department Head.  Remove his/her Manager Role in the CUNYFirst.

Effective date of revocation:

Delegation request is now being submitted for his/her replacement, for the managerial tasks selected below.

Name of new designee:

Current Department Head:

Action:

Initiate new/change position

Effective period of delegation: to

Approve new/change position

Initiate discretionary salary change

Approve discretionary salary change

Initiate employee separation

Approve employee separation

Update

Revoke

Replace

* please use "01/01/1900" to indicate an indefinite time

* please use "01/01/1900" to indicate an indefinite time

Delegation of CUNYFirst
Managerial Authority

  /  /      /  /    

  /  /    

  /  /      /  /    
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